FILING AMOTION

Motions may befiled in bankruptcy cases and adversary proceedings.
In ether case, the process and screens are basicdlly the same.

NOTE: If the motion requiresa hearing date, BEFORE filing it, you
should go to our website and check the judges motion daysto
determine an appropriate hearing date and time. Our website
address iswww.laeb.uscourts.gov . Then click on the hyperlink

“General Info.”.

* Click Bankruptcy or Adversary onthe CMECF Man Menu Bar as
shown below depending on whether the motion is being filed in the main
Bankruptcy case or in an Adversary proceeding.

Depending on your choice on the previous screen, the Bankruptcy
Event or the Adver sary Events screen appears.
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* Click Motiong/Applications.
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NOTE:
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The Case Selection screen appears.
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Enter the correct case number including the hyphen.

Click Next.

The Document Selection screen appears with the case name and
number displayed as a hyperlink.
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Sdect thetitle of the document being filed.

If it isatwo-part motion, select thefirst part, then pressand hold

down the [Ctrl] key and sdlect the second part. When both parts
are highlighted,

Click Next.
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The Joint filing screen gppears as shown below.
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* If ancther atorney isjoining in the filing of this document, then select the
box.

* If thisisnot ajoint filing, do not sdlect the box.

* Click Next.

The Party Selection screen appears.
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* If the party on whose behdf the motion/application is being filed is
included in the party lig, select the party then click Next and proceed
to Page 8.5.
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If the party isNOT included in the party ligt, click Add/Create New
Party.

The Party Search screen appears as shown below.
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Enter the party’ slast name or business name.
Click Sear ch.

If there are no matches, the system will return a No Per son Found
message as shown below.
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Make sure your search criteriais accurate.

If the party is not found on the firdt try, use different criteriato search
agan.

If the party’ s name does not appear, click Create New Party as
shown below.
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NOTE:
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*

*

The Party Infor mation screen appears.
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Enter the creditor’ s information in the appropriate fidd(s).
When adding a party to a case, change the ROLE to properly
identify the party. Theonly timethe Role default iscorrect is
when you'refiling a new voluntary bankruptcy case.

Expand the Role field by dicking on the down arrow to the right of the

Role box as shown in the screen below.
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Sdect Creditor.

Click Submit.

[
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The Select Party screen gppears again which screen now includes and
highlights the added creditor.

* Click Next.

The Attor ney/Party Association screen appears.
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Click the box to establish the association between you and the creditor.

* Click Next.

The PDF Selection screen appears as shown below.
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Y ou need to locate, preview and associate the PDF file with the docket
entry.

*

Click the Br owse button.

Motion r31502
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The File Upload screen appears as shown below.

* Click the down arrow to the right of the Files of type fied as shown.
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* In the drop-down box, click on All Files(*.*).

* Locate the appropriate PDF file.

NOTE: Always preview afile before you associate it
with the docket entry.

* To preview thefile, right dick on thefile.

A drop-down menu as shown below will appear.
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* Click Open on the drop-down menu to view thefile.
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The following screen will flash as Adobe Acrobat Reader opens.

The selected file will open with Adobe Acrobat Reader.
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* Check the file to confirm that it is the correct one.
* Close Acrobat Reader by clicking the X on the (blue) Adobe Title bar.
Thiswill bring you back to the File Upload window.

* Double click the PDF file or click the Open button as indicated in the
File Upload window below.
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This asociates the PDF file with the docket entry as shown in the
screen below.
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* If thereisan attachment to thefile, select the Y es box to the right
of the “attachment” prompt.

* Click Next and proceed to the next page.

NOTE: An attachment will be a separate PDF document which includes,
for example, an exhibit or legal description.

An attachment will beidentified in the docket text and the
attachment image will be accessible by clicking on the hyperlink
within the docket entry.

* If thereis no attachment to the motion, accept the default of No.

* Click Next and proceed to Page 8.12.

Motion r31502 Page 8.9



IF THERE ISAN ATTACHMENT TO THE MOTION,

If you selected Y es to the “ Attachment” prompt,

The Attachment Selection screen appears as shown below.
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Y ou need to locate, preview and associate the attachment file.
* Click Browse.
* Locate, preview and associate the “ atachment” file.

After you have the attachment file associated with the entry, type a brief
description of the attachment in the Description box as shown below.
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* Click Add to List.
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Thefileis added to the L ist box as shown beow and the cursor returns
to Step 1 of the screen.
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To include additiond “attachment” files, repeat from Step 1on the
screen.

When dl “atachment” files have been associated, click Next.

(Continued on next page)
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NOTE:
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The Receipt screen appears.
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When filing a Mation for Relief from the Stay, the Receipt
screen will advise that you must complete the next screen by
entering a brief description of the collateral or subject of the
motion.

Enter your form of payment as either cc (for credit card) or o (for
other).

Click Next.

The Modify Docket Text screen appears as shown below.
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If appropriate, choose a prefix such as Emergency or Unopposed
from the Prefix pick list as shown below.

Cortination Nanied

i
E

[alwe b2 Znonaly ity Znoes O er
[ale b2 Tile Plar Timely

Poar © i lign #owi b Plar
P an Lnleasille
At inm-l

A graed

Firzl Arr wnced
i seril
Ciafaal.

E-nar genoy

Ex =alu
Eupwdiled

Fifh

Fir al

Firzt

v 7]

[aliwe b Adtendd 7147 biteet ng of Creeirnes

Faliwe b2 Tile Stah s Bepat an | s it
Falore 1 vlakeoa Fagroenl w¥ilin 37 Mays

ﬂﬁ

FIL WP T A, PSRRI I [ LTy - S R

When necessary you may add additiond text in the “Optiona Text”

box highlighted in the screen below.
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If your motion isrequesting reief from the stay, in the optiona
text box, type a brief description of the subject of the motion, i.e., 1998
Ford Taurus or Real Estate at 1234 Copper Road, NO, LA.

When the entry is correct, click Next.
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NOTE:
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The Fina Docket Text screen gppears as shown below.
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Carefully check theentry. Thisisyour last chance to make any
changes or corrections or to abort the transaction.

BEFORE thefinal submission of an entry, you may usethe
browser BACK button at any time during a docketing processto
verify or make correctionsto a prior screen.

BEFORE thefinal submission of an entry, you may cancel or
abort an event at any time during the docketing process by

clicking on another menu option on the CMECF Main Menu
Bar.

If the entry is correct, click Next.

The Notice of Electronic Filing appears.

When dlicking on any hyperlink, attorneys will be presented with their
PACER login screen.

Clicking on the case number hyperlink will present the docket report.
Clicking on the document number hyperlink will present theimaged

document.
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